
South Mississippi Regional Center 
1170 West Railroad Street, Long Beach, MS 39560 228-868-2923 

South Mississippi Regional Center is a program of the Mississippi 

Department of Mental Health providing care and support for people with 
intellectual and other developmental disabilities. We are currently seeking 
individuals who are energetic and compassionate team players and motivators 
for direct support positions at all of our locations. Each position at South 

Mississippi Regional Center is an important and impactful role that provides our individuals with the 
appropriate level of care to meet their social, emotional, physical, and personal needs. 

 

SOUTH MISSISSIPPI REGIONAL CENTER IS SEEKING A 

POSITION:  HR Generalist I 

WORK LOCATION:  Human Resources - Long Beach Campus       

MINIMUM PAY:  TBD 

WORK SCHEDULE: Monday through Friday, 8:00 to 4:30 p.m.  

Position Close: 2/8/22 

 

RESPONSIBILITIES:  
Posts and maintains job listings at various venues including through internet sources, local media, social media, and 
colleges. Maintains advertisement flyers where needed. Maintains network of contacts for sources, schedules and attends 
job fairs. Validates applications with thorough pre-employment testing via education, abuse, drug testing, background 
checks and identification documents. Routes to department heads for approvals. Completes In-processing tasks including 
employee file creation, staffing form, references, creates name badges. Conducts orientation and training for new 
employees as needed. Assists in composing correspondence when requested to do so. Performs a variety of clerical details 
relating to personnel transactions. Receives incoming departmental telephone calls. Drafts and/or types correspondence. 
Receives and distributes mail. Receptionist duties when needed. Organizes, establishes, and supervises maintenance of 
personnel files. Maintains department files and records. Maintains functional records such as agency organizational charts, 
duties and responsibilities of individual positions, and position placement into occupational classes. Uses programs such 
as Kronos, NeoGov, Excel, Access, Word / Word Perfect, MAGIC and similar programs to complete tasks.  
 
QUALIFICATIONS:  
A Master’s Degree from an accredited four-year college or university and one (1) year of experience in work related to the 
described duties, or a Bachelor’s Degree from an accredited four-year college or university and two (2) years of experience 
in work related to the described duties, or graduation from a four-year high school or equivalent (GED or High School 
Equivalency Diploma) and six (6) years of experience in work related to the above described duties. 
 
APPLICATIONS:   
Current SMRC employees must apply by submitting an application to MSPB through their electronic website located at 

www.mspb.ms.gov no later than Midnight, February 8, 2022. For more information, contact Judy Lee, Human Resources 

Director, for more information at 228-867-1334.  
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